JOB AID

RESIGNATION ACTION
SAMPLE

HR ASSISTANT

1. HR Assistant initiates RESIGNATION action input sheet.

DHHSMATIONAL INSTITJTES OF HEALTH

0 ? Office of
/ Human Resources

Parnars [n Science

HRAJRep Checks (EHRP) Request

TRANSACTION INFORMATION * Reguired fields

WITS # A0's Email Address* Action Type* Date SF-52 Recv'd  Date Entered

Administrative Code* Institute/C enter Omganization Initials Proposed Effective Date*

HR Assistant* REUCEIEICIINR| HR Speciaist® Porter, Sharon = HR SPA* Porter, Sharon =
pate mitiated:sent [ vae intizedsent [ prioity SN

Date Returned to 10O Date Returned to 10

CURRENT EMPLOYEE/POSITION INFORMATION
Employee |D First Hame Mi Last Name

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

Tacmca omaionsodtat—— Jos S| 11z
Position Number Job Code CAN® 88888888
TK Number* Base Salary Total Salary  [RRNERE
Certificate Type _

NEW POSITION INFORMATION(Cormplete for any action where the Position Title, Series or Grade has changed, e.g. Career Change)

it © New Pay New Hew New Hew Pay Hew Pay
Hew Position Title
Plan Series Grade Step Band Cluster

= ——— wee -

ORIENTATION INFORMATION
S CSD Orientation

Onentaton Date
F ingerprints
Required

COMMENTS

Duty Station

Hire Type

Orientation Contact _
Phone Number

Comments/Status




2. HR Assistant selects “Submit to Subprocess™ and clicks on Cﬂ’ to end the “Initiate
Action” process and retrieve the Resignation input sheet.

ISuI:umiI: ko Subprocess j Q{b
I

An automatic email notice that the Resignation action has been received in HR is sent
to the addressee(s) shown in the AO’s Email Address field of the input sheet, for
example:

™ WiTS - Receipt of Action - Resignation -0 x|

JEiIe Edit Miew Insert Format Tools Actions Help

| oreply | BoReply ol | W@ Foruard | G B2 |0 Y DYX & -w - & 3,
From: sp47e@nib, gov Sent: Mon 91372004 3:49 PM
To: spd7e@nib. gov
Cr: spd7e@nih. gov; spd7e@nih.gov
Subject:  WiTS - Receipt of Action - Resignation
| — e
Tour action #3863, HMNAWY, OHE, for Fred IMcFly has been recerved in the Human Eesources
Office. You wil be nobfied i additional mformation 15 needed to proceed. You will also be notified
when the action has been completed.
IFyou'd likke more mformation on the Worldlow information Tracking Systems (WiT2), please refer to
the Office of Human Eesource's e-HE. web site at: httpofehr. o d mb gowiwnts/ default htmn.
=

3. HR Assistant receives e-mail or WiTS pop-up window notification that a new
workitem has been received.

L BizFlow Motify o [m] B

(@@ Mew Warklkem hazs armved!

Process iz Resignation Process
Activity iz HRA Reviews/Processes
Initiator is Porker

Title iz HR Specialist

Organizational Linit iz HRC-Bethezda

| Index: 2 | Tatal: 2

O | W | @ % | & x|




4. HR Assistant opens Resignation action to retrieve and complete the “Resignation”
section that has been added at the bottom of the Initiating Action input sheet.

DHHSMATIOMAL INSTITUTES OF HEALTH

0 Office of
/ Human Resources

Fartrners in Science

HRA ReviewsiProcesses

TRANSACTION INFORMATION * Required fields
WATS # A0's Email Address* Action Type* Date SF-52 Recv'd  Date Entered

Administrative Code* Institute/C enter Organization Initials Proposed Effective Date*

HR Assistant* Forter, Sharon M| HR Spedalist* Forter, Sharon h HR SPA* Porter, Sharon =
Date Initiated/Sent e kel Dae ntiaedsent  [[NEGTNNEGEGE prioty  LCLINR |
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION

Employee ID First Hame Mi Last Hame

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

Position Number QEEEiEEice Job Code 0ooovs CAN* 85888888
TK Nurmbher* 11111 Base Salary 9ER3T Total Salary  [ELEEE]

HEW POSITION INFORMATIOHN (Corplete far any action where the Position Title, Series or Grade has changed, e.q. Career Change.)

Hew Pay New Hew Hew New Pay New Pay
Plan Series Grade Step Band Cluster

P Jr— vee

ORIENTATION INFORMATION
CSD Orientation _ Onentation Contact _
Contact Phone Number

New Position Title

Fingerprints
Required

COMMENTS

Comments/Status

RESIGNATION

Date of Resignation [[IIELEE Type of Separation* Date to ER Office

Reason for Accepted a position as Golf Pro at the Timbukto Country Club.

Resignation®

Date Exit Survey
Info Sent

0g9r27r2004

5. When the EHRP PAR has been initiated and the SF-52/letter of resignation has

been received: HR Assistant selects “Send to HRS” and clicks on d}, to forward
Resignation action to HR Specialist for review.

“Send toHRS =] C{!?




o Ifthe HR office receives an EHRP PAR but has not received the employee’s
resignation SF-52/letter of resignation: HR Assistant selects “Email to AO re:

no SF52/memo” and clicks on fﬂ’ to send the email to the AO for action. (Note:
Action returns to the HR Assistant’s worklist--not automatically cancelled. To cancel, HR

Assistant opens the Resignation action and selects “Cancel Action” to move it from the Active to
Archive bizcove.)

Email ko & re: no SFEZ,I'ij

Send ko HRS

Ernail to &0 re: no SES2
Email to &0 re; Resignation R

Imemo

C@cel Ackion

¥, WITS - Resignation - No 5F-52 |0l

Jﬁ\e Edt Yiew Insert Format Tooks Actions Help ‘
JﬁJR_eply ‘@Replyto.ﬂ[l ‘uﬂForward‘é ‘ !3,/‘ LAIER S ‘ A ¥ A‘ @ .

From:  spd7e@rin.gov Sent: Man 913(2004 5:06 PM
Ta: sp47e@n‘}h.g0v

o spdTe@nih.gov; sp47e@nih.gov

Subjgct:  YWiT3 - Resignation - ho 5F-52/Mema Rec'd Fred McFly

Tour action has been recewed m the Human Resources office. However, the appropriate
documentation n support of this action has net been recewed. Therefore, this action s bemg retumed,
Please resubint when the documentation has been forwarded.

If the HR office receives a letter of resignation directly from an employee and

the EHRP PAR has not been initiated by the AO: HR Assistant selects “Email

to AO re: Resignation Received” and clicks on C{!’ to send the email to the AO
requesting the EHRP PAR be initiated. (Note: Action returns to the HR Assistant’s

worklist.)

; Resignation Process - HRLA B8

Email ko A0 re: no SFEE,I'ij f:%

Send to HRS
Zancel Ackion

Email ko 40 re: no SFS2{mema
Email ko A0 re: Resignation Re

i WiTS - Resignation Received from: Fred McFly - Message (HTML) ng
JBI& Edt Yiew Insert Format Took Acions Help ‘

ity Girehtol|\GFmwad | % [0, v X [ 4ewo 40,

From:  sp47e@nih.gov Sent: Man 913(2004 5:07 PH
Tor  sp47e@nih.gov

@ sp47e@n1h.quv; sp7e@nih.gov

Subiect:  WiT3 - Resignation Received from: Fred MeFly

-
The Human Resources office has recemed & letter of resignation from the above-referenced emplovee
with a proposed effectve date of 2004110130 5:00:00. Please initiate an EHRP PAR for this request
Thak you,



HR SPECIALIST

6. HR Specialist receives e-mail or WiTS pop-up notification of new workitem.

7. HR Specialist opens and reviews the WiTS Resignation action.
DHHSMNAT IOMAL INSTITUTEE OF HEALTH

0 Oftice of
/ Human Resources

Fartners in Sciance

HRS Reviews

TRANSACTION INFORMATION * Reqguired fields

WITS # AQ's Email Address*® Action Type* Date SF-52 Recv'd  Date Entered

3863 spd47e@nih.ogov Resignation - |§ 09511352004 081 3/2004 15:42:59

Administrative Code* Institute/C enter Omanization Initials Proposed Effective Date*
HMHAM4 QOHR 1043072004

HR Assistant* RCUCIR=UEIC G| HR. Specialist* Porter, Sharon = HR SPA* Porter, Sharon =
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION
Employes ID First Name Mi L ast Hame
54329876 Fred hcF Iy

Position Title Pay Plan Series G rade T Pay Band Pay Cluster

| K | |

Position Number Jobh Code CAN*
TK Number* Base Salary Total Salary
Certificate Type

HEW POSITION INFORMATION (Complete for any action where the Position Title, Series or Grade has changed, e.g. Career Change.!

1 < New Pay Hew HNew New New Pay Hew Pay
Mew Position Titl
ewrrasition title Plan Series  Grade  Step Band Cluster

nowsaso soiory [N v oo ooy vio [
QORIENTATION INFORMATION

S CSD Orientation Orentation Contact _
Bz D 1 Contact Phone Number
Fingerprints
Required ”

COMMENTS

Comments/Status

RESIGHNATION

Date of Resignation [RIEEITFIIES Type of Separation* Date to ER Office

Reason for Accepted 3 position as Golf Pro at the Timbukto Country Club.

Resignation*

Date Exit Survey
Info Sent

09i27,2004

8. HR Specialist selects “Send to SPA” and clicks on C{!, to forward Resignation
action to the SPA.

|5end to sPa | | CE'}



SPA
9. SPA receives e-mail or WiTS pop-up notification of new workitem.

10. SPA reviews pages 1 and 2 and enters the Effective Date on page 3 of the
Resignation input sheet.

On Page 1 CARLEIA SPA reviews Transaction Information and Current

Employee/ Position Information sections of the Resignation input sheet.
DHHS/MATIONAL INSTITUTES OF HEALTH

) SPA
0 Office of
/ ITuman Resources
Fariners in Science
TRANSACTION INFORMATION * Required fields

WiTS # A.0°s Email Address* Action Type* Date SF-52 Recw'd  Date Entered

Administrative Code* Institute/C enter Organization Initials Proposed Effective Date*

Hah 4 OHR 1043062004
HE Assistant*® Forter, Sharon | HR Specialist* Forter, Sharon hd HR 5PA* Forter, Sharon -

Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION
Employee 1D First Name M L ast Name

54328876 Fred [ | meFy

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

Technical Information Specialist m 1412 m m

Position Number EEpEisklel Job Code oooove CAN* 88888888
TK Number* 11111 Base Salary 96637 Total Salary  [REEEE

NEW POSITION INFORMATION (Complete far any action where the Paosition Title, Series ar Grade has changed, e.q. Career Change.}

i = Hew Pay Hew Hew New Hew Pay Hew Pay
L] Positi Tith
ewoasition Hite Plan Series Grade Step Band Cluster

— ey -

ORIENTATION INFORMATION

R CSD Orientation Orientation Contact
Orientation m Contact Phone Number
Fingerprints
Regquired [ =

COMMENTS

CommentsiStatus

CLASSIFICATION
Standard OC PD Position Audited

Pos. Audit Start Date Pos. Audit Type

Pos. Audit End Date Date Class Started

Date of Class. Allocation Date Class Completed

Date Position Number Reqst'd Date Jobh Code Requested

Date Position Humber Rec'd Date Job Code Received

New Position Number HNew Job code

RETURN TO DUTY
Return To Duty

Date



On Page 2 2680 SpA reviews the Resignation section of the Resignation
action input sheet.

DHH3MATIONAL INSTITUTES OF HEALTH
C? ? Office of
/ [Iuman Resources
Fariners in Sclence
RECRUIT AND SELECTION

Advertise Job Readvertise Joh

Ann Number DEU Cert Numher
Date Ann Opened Date DEU Cert Reqgst™d
Date Ann Closed DEU Request Humber

Date to Select. Official Date DEU Cert Issued

Selection Date Date DEU to Select. Officia
Date Selection Rec'd in HR DEU Selection Date

Type of Selection Date DEU Cert Ret'd
Selection Type DEU Cancellation Date
Job Offer Date Cancellation Date

Joh Offer Response Date Date OH Cert Issued

SF -75 Info Required EOD Date
Date SF-75 Info Reqgst'd Multidisciplinarny Pos.

Date SF-75 Info Rec'd MIH 2028 Req. for Trawvel
NTE Date Date of HR Auth. of 2078
Date Pre-Recruit Form Sent Date Pre-Recruit Form Rov'd

Priority Placement Special Salary Rate

AWARDS

Award Type Award Amount
Justification Nominating IC
Individual/Group Award Period Start Date
Group Recipients Award Period End Date

CAREER CHANGE

Career Change Type m Reason for Change m HTE Date

Career Change EQD
overvorsn [

RESIGHNATION

Date of Resignation JRLEEbENE Type of Separation Date to ER Office

Reason for Accepted a position a5 Golf Pro atthe Timbukto Country Club.

Resignation
’ Date Exit Survey




On Page 3 b SPA enters Effective Date in SPA Action Processing section
of the Resignation input sheet.

DHHSMATIONAL INSTITUTES OF HEALTH

? Office of
0 / [Tuman Resources

Farines in Science

PAY (including ATM, 3Rs, PSP and PCA

Amount of Increase
(percent)

Hew Total
Compensation

Amount of Increase
(dollar}

Date to SPT

Date Returmed
From SPT

Total Compen=sation

Above the Minimum
(ATM}

ATM Approved

ATM Step Date ATM Initiated

Date ATM Approved

Retention Bonus
HTE Date
Retention Bonus
Approval Date
Recnutment Bonus
Approval Date
Relocation Bonus
Approval Date

Dateto HCC

Retention B onus Amt

Retention Bonus
Approved
Recnstment Bonus
Approved
Relocation Bonus
Approved

Date R.efumed From
HR Director

3R=

Hew Retention
Bonus

Recruitment Bonus
Amt

Relocation
Allowance Amt
Dateto HR Director

Date Retuned From
HCC

Phy=sician Special
Pay

PSP Start Date

Scarce Speciatty Amt Geo Location Pay

PSP Stop Date Length of § ervice

FT Status

Executive Position Exceptional Quals

Board Cert 2 PSP Approved

Board Cert 1

PSP approval Date

PCA Start Date PCA Stop Date

PCA

Hew Physician Comp
Allowance

PCA Approved

PCA Annual At

Mission Specific
Allowance

PCA Contract Length

PCA Approval Date

CHANGE IN SCHEDULE/HOURS

roworouyod NS Tour of Duty vew IR oersrits Atected
o P how et

Old Hew

DateHewP osition Date Hew Position _ Hew Position
Humber Requested Humber Received Humber

LWOP

SPA PROCESSING

Effective Date* 1003052004

SPA PSP Start Date SPA PSP Stop Date

SPA PCA Start Date SPA PCA Stop Date

SPA Comments




11. SPA selects “Completed-Send Email Notification” and clicks on Cﬂ’ to complete
the WiTS Resignation action to move it from the Active to the Archived bizcove.

ICDmpIeted-Send Ernail Nn:ntij C‘S
]

12. Completed action sends an automatic email to the addressee(s) shown in the AO’s

Email Address field of the input sheet.

WiTS # AQ's Email Address*
3863 sp4Tei@nih.goy

Sample email message....

™ WiTS - Action Completed - Resignation Fre:

S m]d

JEiIe Edit ‘Wjew Insert Format Tools Actions Help

| Gorenly | Gorenlytoal | $GFomard | & B2 | 0, | v (B3 X |+ - w - £[0@),
Fromn: spdFei@nib, gow

To: spd Fei@nib, goy

Cr spd7e@nih,goyv; spd7e@nib, gov

Subject:  WiTS - Action Completed - Eesignatiu:un Fred McFly

Sent: Mon 971372004 4:49 PM

Tour action #2863, Eesignation, has been processed m EHEP wath an effective date of 2004/10/30 _I
5:00:00 . You are remunded to changel/delete this employee's record and access in ITTAS. The

"Clearance of Persommel for Separation or Transfer” fonm can be found at;

httpofiforms. cit b gowladobefpersonnellTHZ737 2 PDF.




